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Cash Receipts and Deposits, Version 2.1

Topic 2-1
Overview of Cash Journal
Transaction FBCJ

The cash journal is used to record incoming cash in
AASIS.

A cash journal may include entries for funds to be
deposited into the Treasury or to a Commercial
bank account; however, at the time of creating a
deposit slip for the Treasury funds, the cash account
funds will be excluded from the deposit slip.

Revenue and customer receipts are recorded on the
Receipts tab of the cash journal.

Deposits to the bank and/or State Treasury are
made on the Payments tab of the cash journal.

The payments and receipts must balance to zero by
fund and business area.

Recording of revenue and recording of customer
payments differ in what data is required for entry,
and therefore will be addressed separately in this
Chapter.
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Cash Receipts and Deposits, Version 2.1

Topic 2-1
Overview of Cash Journal
Transaction FBCJ

*  Receipts and payments must have the same Posting
date, but do not necessarily have to be entered on the

same day.

* Receipts may not be entered with a future date

* A deposit slip 1s created from the entries made in the
cash journal using transaction ZBCJ. Transaction
ZBClJ is covered in Chapter 3.
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Cash Receipts and Deposits, Version 2.1

Topic 2-1
Cash Journal
Transaction FBCJ

Menu  Edit Fawvaorites Extras

ad B e

Help

System

SAP Easy Access
BE & HE 2| v a

b [ Favorites
=7 {23 SAP standard menu
[ [ oOffice
7 {3 Logistics
I [ Materials Management
[ gales and Distribution
[ Logistics Execution
[ Production
[ Production - Process
[ Plant Maintenance

[ quality Management
[ Logistics Contralling
[ Project Bystem
(3 Environrment, Health & Safety
(L3 central Functions
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= {3 Financial Accounting
I [ General Ledger
B [ Accounts Receivable
I+ L3 Accounts Payahle
7 3 Banks

= 3 Input
> (3

Cash journal, Transaction FBCJ, is a Financial Accounting

(FI) transaction. The menu path 1s Accounting>Financial
Accounting>Banks>Input>Bank Statement.
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Cash Receipts and Deposits, Version 2.1

Topic 2-2
Selecting the Cash Journal
Transaction FBCJ

CashJoumal Edit Goto Exras Sy

isterm  Help
B dH Qe SR o B om

Cash Journal PT03 Company Code ARK

&3 Save Post 3 Printcashjournal &3 Change cashjournal | &2 Editing Optians

Data selection Balance display for display period

Display period
04/29/2004 - B4/29/2004 Opening balance 0.8 UsD
4 Today + Total cash receipts .08 UsD  Mumber ]
4 This week + Total check receipts .08 UsD  Mumber ]
4 Current period - Total cash payrents .08 UsD  Mumber ]

Cash journal: BEAVER LAKE = Closing balance B.08 UsD

Company code:  State of Arkansas Cash thereof 0.08 UsD

Cashpayments | Cashreceipts | Checkreceipts |

Business transacti.|GiL Do... Amount Fund Business..|Reference Cost Center |Text Posting Da...\Doc. Mum... |Doc
) 04/29/2004 047:

I |FECJ

1. Check Display Period for today’s date. Click on
the [_mdsy | button to change to current date.

2. The last cash journal used should default into
transaction FBCJ; however, ALWAYS check to
be sure you are in the correct cash journal.

To enter a different cash journal, click on the
Change cash journal button. g
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Cash Receipts and Deposits, Version 2.1

Topic 2-2
Selecting the Cash Journal
Transaction FBCJ

Entry  Goto  Extras  System  Help

& D4 HIeEe SEHE HmTOS EAR @

Cash Journai

5 Save Post O3 Printcash journal | § Change cash journal

Data selection Balance display for display period
Display period Opening balance o.oa  usD
BEf2872002 - BFMZS2002 + Total receipts .88 uUsD

m Today W - Total payments 0.8 UsD
4 This week [ ]
Current period = losing balance o.og  usD

Cashj Mumber of receipts ]
Company code  ARE

Comps = Number of payments a
T rnal l [-\ h dodrnal Mumber A Entries found
Payr v E|H B E 222 £
_ Company code: ARK
| Business transacti... Amount = Da.. |Posting date|Dacument .
|_ ) C.J numb... |Name |Curr 07712/ 2082
|_ ] 6109 DFA - CPMW USI:E|
|— 710 DHS AR C101 USE@
|— 102 DHS AR CA02 JSE
— 801 EC DEY CASH FUNDS JSE
|— 802 ED DEY FOREIGH ACCT JSE
|— 803 EC DEV BLUS FIN ACCT JSE
|_ 2101 ESD LI BEMEFITS/ADMIM JSE
|_ 2102 ESDTZS JSE
|_ 2103 ESD WilA CASHACCT JSE
I_ a104 ADKMIN CASH JOURMAL JSE

TERIT PT mEMTRAl OFFICE (Nl=in [> FECJ

3. Enter the desired cash journal or use look up icon
to select a cash journal.

sh Journal: Initis

Company code | ARK

Look- up
Cashjournal | €>/ icon
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Cash Receipts and Deposits, Version 2.1

Topic 2-2
Selecting the Cash Journal
Transaction FBCJ

Cash Journal Mumber (1) 295 Entries found

A CIAEIEEI =R
Company code: ARK
C.J numb... ‘|Name |Curr
6109 DFA - OFPM LSO =]
7101 DHS AR CJO1 s+
7102 DHS AR CJ02 usd|
Te01 EC DEY CASH FUNDS LIsC
ranz ED DEY FOREIGN ACCT sC
Fa03 EC DEY BUS FIN ACCT sC
8101 ESD I BEMEFITSIADMIN LISC
8102 ESD TZS LIsC
8103 ESD WA CASH ACCT sC
8104 ADMIN CASH JOURMAL LISC
CERT PT CEMTRAL OFFICE LIsC
PTOY MIUSELIM OF HAT RES LIsC
PTOZ AR POST MUSEUM sC
PTO3 BEAVER LAKE sC
PTOG BULL SHOALS LISC
PTOF CAME CREEK LIsC
PTOS TOURISM GIFT SHOF LIsC
PT10 COSS0TOT RIVER LISC
PT11 CRATER OF DIAMONDS LIsC
PT12 CROWLEY'S RIDGE LIsC
PT13 DAISY STATE PARK sC
PT14 DEGRAY LAKE usc |
PT15 DELTA HERITAGE TR LISC
PT1E DEYILS DEM (WIS ==
PT19 HAMPS O MUSELIM LIsC
PT22 JACKSOMPORT sC
PT23 LAKE CATHERINE s =
PT24 LAKE CHARLES LIsC [+]
DTOE Lol maah ] | Lo El
L[] [ ([

285 Entries found /| FBCJ

4.  Using the look-up, scroll to view journals, or use the (@@
binocular icon to search for a cash journal.

Most agencies have only one cash journal. Unless the
agency has multiple cash journals, the cash journal
number will be the Business Area number.
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Cash Receipts and Deposits, Version 2.1

Topic 2-2
Selecting the Cash Journal
Transaction FBCJ

5. Type in text for cash journal search.

Cash Journal Mumber (13 285 Entries found

v |E|H B E S QD &

Company code: AR

CJ numh... *Name |Curr

PTO3 BEAVER LAKE g E
PTOG BULL SHOALS UEaE
PTOY CAME CREELE 5 |_|

6.  The first cash journal containing the text will be
highlighted for selection. If this is not the desired cash
journal, use the binocular with the plus sign to continue
the search with the same text. |i#

7. Once highlighted, press the Enter button, double-click on
the cash journal, or use the green check icon.

Cash Journal; Initid=l

Comparny code | ARK @
Cash journal FTO3

8.  Click on the Green check to continue.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3
Entering Receipts into Cash Journal
Transaction FBCJ

al Edit Goto Esdra

2dE e SHEDDLHDRAR @

urnal 6107 Company Code ARK

%Post Q Print cash journal EH Change cash jourmal | @ Edifing Options

1 Balance display for display period
d
12004 - p2420/2004 Opening balance 0.80 USD
Today +Total cash receipt i
This wieek +Total check recei -
, f Choose Yariants
Current period - Total cash paymer -
Current settings Basic sefting
i ABC = Closing halance | Standard Setting Basic setting El
ade;  State of Arkansas Cash thereof
Maintain Yariants
ments | Cashreceints | Checkreceipts | Variant
Ilze as standard setting
transacti...| GIL |Du...|Amuunt Fund D
T0 TRE..11000010021@0@0  372.38 NABAOO | Create | 02/20/200
3 a2/20/200. 7]
el |'ﬁ' Deleta |
Close & Save  Administrator ¥

I |FECJ

Navigational tip: Variants should be set up to best fit your business
processes and insure complete entry of all transactions. To move a column,
rollover the column’s field name until a cross appears. Hold down the left
mouse button on the desired field to be moved. A small paper-like icon
will appear. Move the icon to the location desired and when the icon
changes to an arrow release the mouse button. Field has been moved.

Once columns are set, select the variant icon and enter a name for your
variant and click on the “Create” button. The current settings and Standard
Setting fields will change to the new variant. Click on the Save button.

Core Curriculum
ASC Support Center, V 3.0
July 2003
Page II-10



Cash Receipts and Deposits, Version 2.1

Topic 2-2
Selecting the Cash Journal
Transaction FBCJ

Cash Journal  Edit Goto wras  Systerm Help

2 HIea SHE anon BE @
Cash Journal PT03 Company Code ARK

& Save Post & Printcashjournal | G Change cash journal | &2 Editing Options

Data selection Balance display for display period
Display period
04/28/2004 - 04/28/2004 Opening balance

T Today T + Total cash receipt:
4 This week > + Total check recei
4 Current period » - Total cash payments

.00 USD  Mumber: 2]
.00 USD  Mumber: 2]
Number:

Cash journal: BEAVER LAKE = Closing balance 0.00 USD
Caompany code:  State of Arkansas Cash thereof o.08 uUsD

Cashpayments | Cashreceipts | Check receipts |

[] Business transacti.. |G/IL Do... |Amaunt Fund Business.. |Reference Cost Center | Text Posting Da...\Dac. Mum... Document.]|
3| 04/28/2004 04/28/200.[«]

[0 ]

LDl D]

Elﬂ |Eb Save sel. || Post sel. |@ Receipt |@ Follow-on doc..

| b [FBCJ Pel sapegs NS

;astart| e ® [ |J Dinto... | @ekert .. | o sepL..| B)cro_.| Ejmoo..| =Fw .. [[@icash .. |Gl 14eem

Cash Journal Entry

The closing balance should always be zero when beginning and/or
ending a day’s business. The cash journal will display three (3)
tabs. The business process for the State of Arkansas will use the
Cash Payments and Cash receipts tabs. At this time, the Check
receipts tab is NOT used.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3
Entering Receipts into Cash Journal
Transaction FBCJ

Extras Systern  Help
aldH €@ SHEBE D OOn  BE @0
Cash Journal PT03 Company Code ARK

&5 Save Post & Printcashjournal B Change cashjoumnal | g2 Editing Options

Cash Journal  Edit  Goto

Data selection Balance display for display period

Display petiod
04/29/2004 - 04/29/2004 Cpening halance o.00 usp
T Today T + Total cash receipts 0.08 UsD Murmber 0]
4 This week 3 + Total check receipts 0 B0 USD Mumber: o]
i Current period L - Total cash payments 0.00 UsSD Mumber o}

Cash journal: BEAVER LAKE = Closing balance .80 uUsp

Cormpany code:  State of Arkansas Cash thereof B.oe  UsD

Cash payments  Cashreceipts | Checkreceipts |

J

|( Elusinesst.) GIL Do.. | Amount Reference Recpt recipient Cost Center |Fund Busine...|Posting Da... Text Assign...

| = 04/23/2004

|

| S
1.  Click on the Cash receipts tab. o |FBCY

2. The entry made in the Business Transaction field of the
Receipts tab determines what type of revenue is being
recorded or indicates that a Customer receipt is being
entered. This selection determines the necessary data

entry. i: Business transaction

Steps for entering revenue and customer receipts are the
same except that customer receipts require additional
information. Additional steps for entering customer
receipts are provided in Topic 2-3-2.

Note: Prior to entering transactions in the cash journal, it is
recommended the user open a second session for transaction ZBCJ to
obtain clearing summary information. If customer payments are being
receipted you may want to open a session for FBL5SN or FB03 to
obtain needed customer invoice data.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-1
Entering Revenue Receipts
Cash Journal — Transaction FBCJ

GCashJournal  Edit Goto  Ewras  System Help
@ 2IHCEQ CHE DDLD BE @m
Cash Jounal PT03 Company Code ARK

& Save Post O3 Printcashjoumal G Change cashjournal g2 Editing Options

Diata selection Balance display far display period
DiS |a EriUd Personal value list: Cash Journal Business Transaction (2) 2 Entries found
p yp Restictions |
0442872004 - 04/29/2004
Business trans
| ‘ TUda'}" | Busz. tranzac. number el B
| ‘ Th|3 Week | Company code Iil AR a IJ
| 4| Currentperiod | Business tians. type 3 0
G/L account
Tax code
Cashjournal: BEAVER LAKE
Company code;  State of Arkangag  Maximum no. of hits 500
Cash payments ' Cash receipts
, Business t.. |GIL Do... A ne...Posting Da...|Text Assinn... ||
| 3) B4/29/2004 ﬂ
| i o |« |H[E
I = . - . . "
i I . [ |FBC)

3.  Enter the Business Transaction number . If the Business
Transaction number is not known, use look-up [@ to
find the transaction. Do not enter the G/L account in the
G/L column. The G/L account number will be derived
and populated when the business transaction is selected.

NOTE: The Business Transaction for customer receipts will
always be 1. See Topic 2-3-2 of this Chapter for
entering customer receipt line items. All other steps are
the same for customer and revenue receipts.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-1
Entering Revenue Receipts
Cash Journal — Transaction FBCJ

n(ly 471 Entri

Restriction: ‘

EAEFEEIEIERE

Business transaction p Tran.no|(:u(:d |Type|G!L acct |Tx ‘
ABC APFPLICATION FEES B8/ 0254 ARK R 4041001000
ABC PERMIT WIOLATION ACT 011a  ARK 40120032000
ABC TRAMSCRIFTS ACT 790i28 0103 ARK 4011004000

|[a][]

ARK MILE PROGRAMS 0488 ARK
ARKANSAS REGISTER-SALE 0168 ARK
ASBESTOS CERT & LIC ACT 3 0206 ARK
ASSESSMENT FEE 0510 ARK
ASSET FORFEITURE 1120/99 0202 ARK
ASSET FORFEITURE ACT 1037 0307  ARK
ASSET FORFEITURE-FED DO 0308 ARK
AUDITORIUM ADMISSION 0531 ARK
AUTO LICENSE FEES 0190 ARK

4031086000
4021018000
4033001000
4031088000
4027001000
4047004000
4047005000
4041035000
4023002000

R

R
ABOVE GROUMND TANK 594181 0275  ARK R 4041022000 |
ABOVE GROUMND TAMK- 594/91 0462  ARK R 4031040000
ABSTRACT FIRM LICENSES 0218 ARK R 4033013000
ACREAGE TAX 0205 ARK R 4030002000
ACTS-SALE 0167  ARK R 4021017000
AD-VALOREM TRUST 0620 ARK R 4040016000
ADMINISTRATIVE FEES 0265 ARK R 4041012000
ADMISSION FEES 0278  ARK R 4041025000
AGEMCY REVENUE FROM M&R 0557  ARK R 4048003002
AGEMNTS LICENSE 0197 ARK R 4023008000
AGING &ADULT SYS ACT 06GS  ARK R 4020028000
AMBLILANCE LICEMSE FEE 0530 ARK R 4041034000
AMUSEMENT MACHINE TAK 0117 ARK R 4013001000
AMMUAL SCHOOL FEEEACT 90 0291 ARK R 4042008000
ANONYMOUS CONTRIBUTIONE 04168 ARK R 4017001000
APPLICATION & INVESTIGATI 0502 ARK R 4031020000
APPLICATION FEES 0255 ARK R 4041002000
APPLICATION RGIST-REMEWAL 0110  ARK R 4011011000
APFRENTICESHIF 0741 ARK R 4047098300
ARH PREMIUM TAX WC ACT B4 0247 ARK R 4040008000

R

R

R

R

R

R

R

R

R

471 Entries found

HEEIE

H o

. The Transaction List comes up in Alphabetical order. To
sort by G/L account or Transaction number, click on the
bar of the column heading. To search by text use the

binocular icons.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-1
Entering Revenue Receipts
Cash Journal — Transaction FBCJ

i

e e e e e e e e e e e e e e e e e e e e e e e e e

[ FRC]

. Select the Business transaction by highlighting and double-
clicking, hitting the enter key, or click on the green check.

CAUTION: GL accounts can contain similar descriptions but
will determine different revenue types.

Example: The following are “miscellaneous revenues” but are
very different.

4013009000 ARK Miscellaneous License and Permits - General Revenue Fund AGA000

- Special Revenues —

4031090000 ARK Miscellaneous Fees
} 1 2 or 3% fee apply

4027002000 ARK Miscellaneous

4047099000 ARK. Miscellaneous Revenue - Deposit directly to agency fund
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-1
Entering Revenue Receipts
Cash Journal — Transaction FBCJ

CashJournal  Edit Goto Exira
aja H @@ DHE ODOn HE @ m
Cash Journal PT03 Company Code ARK

&% Save Fost 3 Printcashjoumnal G Change cashjoumal g2 Editing Options

Systern Help

Data selection Balance display for display period
Display period
04/29/2004 - 0472972004 Opening balance 0.0 UsD
| 4 Today |m + Total cash receipts 008 usD Mumber: o
| 4 This week | » + Total check receipts 0.00 UsSD  Mumber a
| 4 Current period | - Total cash payments 0.0 usD Murmhber: o
Cash journal: BEAVER LAKE = Clasing balance 8.00 USD
Company code:  State of Arkansas Cash thereof 0.0 uJsD
Cash payments ' Cashreceipts | Checkreceipts |
|_ Businesst.. |GIL |D0... |Am0unt Refarence Recpt recipient ost Center |Fund Busine...|Posting Da...|Text Assing|
| FIRE FROT.. 4EI4BDBBBBD|m| 100,08 (1234 Charles Goodtime 443642 HEAETEE (2ge]ele] 04/29/2004
| =7 | | n4/29/2004

[ FRC]

4.  Enter Amount.
5.  Enter Recpt recipient — who the check was received from

6.  Enter Reference — Check number, money order number,
cash, etc.

7.  Enter Cost center. When the enter key is hit the cost center
will derive business area and fund.

Note — After the enter key is hit, check to be sure the
correct GL account, fund and business area were derived.

Reminder — General Revenues begin with 401* and
require the cost center of 383359.

Core Curriculum
ASC Support Center, V 3.0
July 2003
Page II-16



Cash Receipts and Deposits, Version 2.1

Topic 2-3-1
Entering Revenue Receipts
Cash Journal — Transaction FBCJ

CashJournal Edit Goto Extras rstermn Help

(V] ala B eae SHE DT L8 AR @

Cash Journal PT03 Company Code ARK

2 Save Post O3 Printcashjournal | G Change cash joumal | g2 Editing Options

Data selection Balance display for display period
Cisplay period
0472902004 - 0472872004 COpening balance o.60 UsD
| 4 Today |m + Total cash receipts 0.6 USD Number: 2]
| 4 This week | [ ] + Total check receipts 8.8 USD  Mumber a
| 4 Current period | - Total cash payments o.60 UsD Number: ]
Cashjournal:  BEAVER LAKE = Closing balance 0.00 USD
Companycode:  State of Arkansas Cash thereaf o060 Ush
Cashpayments ~ Cashreceipts | Checkreceipts |
|_ Businesst.. |GiL |D0;|Am0unt Reference Recpt recipient Cost Center (Fund Busine...|Posting Da...|Text Assigri|
| FIRE PROT.. 404000800 |\ 100.00 (1234 Charles Goodtirme (443642 HGRET B0 o900 04/29/2004
| 3 T\‘|/ 04/29/ 2004

[ FRC]

8.  Enter WBS element and Internal order if applicable. All other
fields are optional.

9.  When all receipts have been entered, click on the Save button.

Upon hitting enter, a red light in the document status field
indicates required fields have been entered. A yellow light

indicates entry has been saved. |Doc.stat
PCE

NOTE: When entering numerous receipts, periodic saving of the
entries is recommended.
&5 Save
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-1
Entering Revenue Receipts
Cash Journal — Transaction FBCJ

CashJournal Edit Goto Estras  Systern  Help

(] alaHI@ae SHE aDOn BE @

Cash Journal PT03 Company Code ARK

&% Save Post & Printcashjournal  §Y Change cashjournal | g2 Editing Options

Data selection Balance display for display period
Display petiod
04/29/2004 - 04/29/2004 Opening halance 0.00 UsD
4 Today _) + Total cash receipts 150.80 UsSD Mumber: 2
4 This week » + Total check receipts 0.00 UsD Mumber: o
4 Current period _) - Total cash payments 0.88 UsD Mumber: o

Cashjournal.  BEAVER LAKE = Closing balance 080 LSO
Company code:  State of Arkansas Cash thereof 150 .80 D

Cash payments ~ Cashreceipts | Checkreceipts |

|_ Businesst. |GIL |D0... Amount Reference Recpt recipient Cost Center |Fund Busine...|Posting Da...(Text Assigri|
| FIRE PRDT...4D4DDDBBBD|¢)@ 10000 1234 Charles Goodtirme 443642 HGLE1 08 fele]ala} 04/29/2004

| GRANTS AM..GOG0001000 /@00 50.00 5465 Betsy Ross 443642 HGAE1 08 a900 04/29/2004

| =) 04729/ 2004

|

[ FRC]

10. Once all receipts are entered and saved, add checks and cash
and verify with the total receipts entered in the Cash Journal.
Errors can be corrected at this time in the fields that are not
grayed out. If a field that is grayed out needs to be corrected,
this can be done by deleting the incorrect line and re-entering
the data correctly.

11. After completing all receipts, the Payment tab must be
completed. See Topic 2-4 for Payment tab procedures.

Note: Saved entries can be deleted. Once an entry is Posted it
cannot be deleted; it must be reversed. See Topic 2-5 for

procedures for deleting and reversing entries.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-2
Entering Customer Receipts
Cash Journal — Transaction FBCJ

CashJournal  Edit Goto  Exra Systerm  Help

(V] BaH I @@ DHE aDLAn R @m

Cash Journal PFT03 Company Code ARK

£ Save Post O3 Printcashjournal Y Change cashjournal | g2 Editing Options

Data selection Balance display for display period
Di=play period
04/23/2004 - 04/29/2004 Opening balance .88 UsD
T Today T + Total cash receipts 160.08 USD Humber: 2
4 This week » + Total check receipts 0.80  uUsD Mumber: o
i Current period L - Total cash payments 0.80  uUsD Mumber: o
Cash journal: BEAVER LAKE = Closing balance 150.80  USD
Company code:  State of Arkansas Cash thereof 150,080 USD

Cash payments ' Cashreceipts | Check receipts |

|_ Businesst.. |GiL |D0... Amount Refere... |Recpt recipient Cost Center |Fund Busine...|Posting Da... Text Assign... |Customer dl
| FIRE PRDT...4B4BBBSBBB|QCD 100.00 (1234 Charles Goodtime |443642 HG&E100 (eete]e] 04/29/2004

| GRANTS MN...BBBDBB1BBB|QCD 50.00 5465 Betsy Ross 443642 HG&E100 (et=lele} 04/29/2004 H
| CUSTOMER .. |m 50.08 56546  |Bob Kearns 443642 HEADT100 naoo 04/29/20044040008000/18007 267 600011420

| = | 04/29/2004

Enter the following for Customer Receipts: b fracs b

. Business Transaction — enter a 1 for Customer Payment.
. Enter Amount.
. Enter Recpt recipient field if not the same as customer

name on the master record. The customer’s name will
default from Customer master record if field is left blank.

. Enter the check number, money order number, or “cash”
in the Reference field.

. Enter cost center. This must be the same cost center as
was used on the original invoice.

. Enter fund. This must be the same fund as was used on
the original invoice and must be assigned to the cost
center used.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-2
Entering Customer Receipts
Cash Journal — Transaction FBCJ

CashJournal  Edit Goto  Extras wstern  Help

& BdH e@Ea EHE B TOa BEE @m

Cash Journai PT02 Company Code ARK

&5 Save Post | Printcashjournal Y Change cashjournal 42 Editing Options

Data selection Balance display for display period

Display period
B4/23/2004 - 04/29/2004 Opening balance o.o8  uUsD
4 Today T + Total cash receipts 150.08  USD Number: 2
4 This week » + Total check receipts 0.08 UsSD Mumhber: a
4 Current period L - Tatal cash payments 0.08 UsD Numhber: 2]

Cash journal: BEAVER LAKE = Clasing balance 150.88 USD

Company code: State of Arkansas Cash thereof 15000 USD

Cash payments ~ Cash receipte | Checkreceipts |

|_ Businesst.. |GIL |DD... Armount Refere... RECFJI recipient Zost Center |[Fund Busine... F'Dsting Da... | Text ASSIgn Custamer i
| FIRE PRDT...4D4BDDBBBB|Q@ 100,08 1224 Charles Goodtime 443642 HGAO1 R0 aoEn 04/29/2004
| GRANTS HN...EBBBDD1BBB|QCD B0, A0 (5465 Betsy Ross 443642 HELE1 00 0aan 04/29/2004
| CUSTOMER .. | 50.00 56546 Bob Kearns 443642 HELO1 O naoa 0472972004 40400080001 8007267 GOA011420
I = [ 04/20/2004
FEICJ I
. Business area will default from cost center if cost

center is entered first.

. Enter GL account in Text field. This will be the
revenue GL account that was used on the customer
INVOICE.

IMPORTANT: Entering the GL account in the text
field will not post revenue again but will provide the
GL account required for the Deposit slip. In order

for agency revenue records and Treasury deposits to

reconcile, the GL account entered on the Receipts tab
of FBCJ should match the GL account used on the

customer’s invoice.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-2
Entering Customer Receipts
Cash Journal — Transaction FBCJ

Cash Journal  Edit Goio  Extras

BlaH @ LEE NnDOan AR @M

Systern  Help

Cash Journal PT03 Company Code ARK

% Save Post O Printcashjournal G Change cashjoumal | g2 Editing Options

Data selection Balance display for display period
Display period
04/29/2004 - 0472972004 Opening balance 0.80 UsD
n + Tatal cash receipts 160,80 USD  Mumber: 2
n. + Tatal check receipts 008 USD  MNumber: 1]
n. - Total cash payments 008 USD  MNumber: 1]
Cash journal: BEAVER LAKE = Closing halance 15080 USD
Company code:  State of Arkansas Cash thereof 15088 USD
Cashpayments ~ Cashreceipts | Checkreceipts |
|: Businesst.. |Gl |DD... Amount Refere... |Recpt recipient CostC.. Fund Busine..|Posting Da.. |Text Asgign... |Customer Ordd|
|_FIRE PRDT...404BBBBDDD|QC!) 106.88 1234 |Charles Goodtime (443642 HGAO100 9908 |04/29/26804
| GRANTS AN..GEGOA01 000 @O0 G0.00 5465  |Betsy Ross 443642 HGAD1O0O 0900 |04/29/2604 v v
| CUSTOMER .. [ 55) 50.60 56546 |Bob Kearns 443642 HBAD1G  |DOBO  (B4/20/2004 4040008000 15007267 600011420 &)
| B4/29/2004

. Enter the Assignment — the AASIS Customer
invoice document number.
. Enter the Customer number

Note: See Topic 2-3-3 for locating customer
numbers and/or customer invoice document
numbers.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-2
Entering Customer Receipts
Cash Journal — Transaction FBCJ

Cash Journal  Edit Goto  Extras

& a0 B CEQIESHEB fHTHOa0 | FE @ m

Cash Journal PT03 Company Code ARK

&5 Save Post | Printcashjournal | G5 Change cashjoural g2 Editing Options

Diata selection Balance display for display period

Display period
04/29/2004 - 04/23/2004 Opening balance 0.80 UsD
n + Total cash receipts 150,00 USD  MNumber; z
n. + Total check receipts .00 USD  Nutmber: ]
n. - Total cash payments .00 USD  Nutmber: ]

Cash journal; BEAYER LAKE = Closing balance 150880 USD

Compary code;  State of Atkansas Cash thereof 150880 USD

Cashpayments ~ Cashreceipts | Checkreceipts |

|_ Businesst.. |GiL |D0... |Am0unt Refere... |Recpt recipient CostC.. Fund Busine...|Posting Da...|Text Assign... |(Customer 0rdd|
|_FIRE PROT..4040008000/@0@  100.00 1234 |Charles Goodtime (443642 HGADTOG 0900 |04/29/2804

|_ GRENTS AN..[BREEO0T000 /@00 50.00 5465  |Betsy Ross 443642 HGAD1BB  |D90B  |B4/29/2004

|_ CUSTOMER .. 000 50.00 56546  |Bob Kearns 443642 HEAD10D @900 |@4/29/2004 4040008000 18007267 BA0E11420 (5]

|| [ 0472072004

I |FECJ

11. Enter WBS and/or Internal order if applicable.

12. Addtl. Text 1 and Addtl. Text 2 fields are optional. Free text may
be entered as desired.

NOTE: See Appendix C for a Quick Reference Card for Customer
Invoice Receipts tab fields for entry.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-2
Entering Customer Receipts
Cash Journal — Transaction FBCJ

Cash Journal  Edit Goto  Exras  Sys
e@Q LHBE LN AR @B
Cash Journal PT03 Company Code ARK

&5 Save Post O Printcashjoumal | B Change cash joumal ¢ Editing Options

Data selection Balance display for display period

Display period
O4/29/2004 - 0472972004 Opening halance [.oe Usp
4 Today + Total cash receipts 160,88 USD  Murnber 2
4 This week + Total check receipts @0 uJso Mumber: 2]
4 Current period - Total cash payments B.08 USD  Number o

Cashjournal: BEAVER LAKE = Closing halance 150,00 USD

Company code;  State of Arkansas Cash thereof 150.00 USD

Cashpayments = Cashreceipts | Checkreceipts |

|_ Businesst.. |GIL |D0... |Am0unt Refere... |Recpt recipient CostC. Fund Busine...\Posting Da.. |Text Assign... |Custamer Ordd|
| FIRE PRDT...4D4BDDBBDB|| 160,00 (1234 Chatles Goodtime (443642 HGRE100 [900 042942004
| GRONTS P.N...BDBBDUWUBJQ@QI\ 90.00 5465 Betsy Ross 443642 HGAGIDE D980 @4/29/2004
| CUSTOMER . (|m| 3 50.00 56546  Bob Kearns 443642 HBRE1GE (eleale] 04/28/2004|4040008000(18007267 600011420 [&)
| 04/29/2004
U FBC
Doc.stat,

13. Notice the Doc. stat. (Document status) field. i

Upon hitting enter, a red light indicates required fields have been
entered. A yellow light indicates entry has been saved. A green
light indicates transactions have been posted. When all fields are
entered. Click on the Save icon. & save

Note: Save allows the data to be saved in the cash journal without
posting.

14. After saving all receipts, the Payment tab must be completed. See
Topic 2-4 for Payment tab procedures.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-2
Entering Customer Receipts
Cash Journal — Transaction FBCJ

Data Entry Tip: 1f entering similar receipts, for example where GL
and cost center are the same, but the customer and/or amounts
are different, the copy feature may be used to duplicate lines
and then change fields as needed. Click on a line to copy and
select Entry>Copy Entry from the menu or copy icon
to duplicate the line.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-3
Locating Customer Data
Display Document — Transaction FB03

Document  Edit Goto  Wiew Systermnm  Help

3 dH @ ERHE Do PR @M
Display Document: Initial Screen

List

I4 Firstitem | & Editing options

ks far Financial Accounting

Document number 18007884
Company code LRE
Fiscal year 2002

RS

1. If the customer document number is known, go to
transaction FB03, enter document number and click on the

green check & . The document overview will appear.
Document Overview
G244 P MNETFE2FE @[ chose [ save T EH E EH Taxdata

boc.type © DR { Customer inwoice ) Hormal document
Doc. number 18007884 Company code ARK Fiscal year o0z
boc. date A3r2602002 Posting date A3/26/2002  Period a9
Ref . doc. 123
[oc.currency  USD
Doc . head text Training example
Itm|FK| Account Account short text |BA [Cost ctr  |Fund Amount| Text
1|01|6O0EAAO31 (A SOUTH PAY PHOWES |O716 4 810,608 | bogency Bocounts Rece
2 41025000 | Admission Fees o710 416700 PWP1 500 5E5 .00 -
3[40 4041025000 [Adnission Fees or1e| 416708 PWP1500 225.00-
P\50| 4041025000 | Adnission Fees o718 | 416700 FUWP1 500 5.00-
5 B41025000 | Bdmission Fees 0710 | 416700 PWP1500 555 .00-
G50 4041025000 [Adnission Fees O71| 416700 FWP1 500 hhA [0 -
¥|50| 4041025000 [Adnission Fees 0710416700 PWP1500 225 .00-
8150 4041025000 [Adnission Fees Gr1a|4167a8 PWP1 500 555 .00 -

I [ Feoa

Note: Customer number will be on the
Posting Key 01 (PK 01) line.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-3
Locating Customer Data
Display Customer Line Items — Transaction FBL5N

Systermn  Help
B 4@ @@ R anas R @M
Customer Line item Dispiay

@ & & =

Program  Edit  Goto

]

Customer selection
Custormer account Foooori142 [=) to
Company code o

ole

Selection using search help
Search help 1D
Search string

Complex search help

Line item selection
Status
@ Openiterns
Open at key date b4/25/2002

' Cleared items (o

Clearing date to E

Cpen at key date

| [> | FBLSM

1.  When the customer number is known but not the document
number, enter the customer number on transaction FBL5N.
[@
Note: Lookup a Customer account by clicking on the drop-down icon.
State agencies customer account numbers begin with 998*.
Note: By leaving customer number field blank and selecting your
Business Area in Dynamic Selections (see Steps 4-7), all
customer items for the agency will be displayed.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-3
Locating Customer Data
Display Customer Line Items — Transaction FBL5N

Frogram Edit Goto  Systern Help

B @ BHE Sno0 BHE @ M
Customer Line ftem Dispiay
@ & & =

]

Customer selection
Customer account 998061006 @ ta
Company code ARK 1o =

Selection using search help
Search help D
Search string

Caomplex search help

Line.ltem selection
Status
I Open items
Open at key date [AEs147/2002

I Cleared items

Clearing date to

pen at key date

[417» ]

@ Alliterns

Fosting date to > | FBLAN PEl

2. Use vertical scroll bar to scroll down to Line item selection.
Options are available to view open, cleared or all items.
Accounts should be in open items if payments are being
receipted.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-3
Locating Customer Data
Display Customer Line Items — Transaction FBL5N

List Edit Goto Environment Seftings  Systerm Help

@ 2 A H e CHE Do BE @

Customer Line item Display
M4 P |y BEBoadE 8T8 G| S G chose @& save | B 3 B B | B celecions

* Status: B open & Parked @ Cleared
Due date: [E3 Overdue Ly Due cE tot due
Customer [sgeleleletelele]e)
Company code BRK
Wame Christopher Robinson
City LITTLE ROCK
St|Assionment Doc.no. Ty|Doc. date |5(DD Amt in loc.cur. |LCurr|Clrng doc. | Text
i B | 14000000 14000000 (DZ|@3/04/2002 100.60- [USD misc income
; B | 16000003 160E0EE3 DE|OE/1472002 BB .00- | USD Lgency Accounts Receivahle
L B (18000014 18000614 DR|O5/05/2002 29.00- |USD bhgency Accounts Receivable
L B 18000015 18000815 DR|B5/05/2002 29.00- |USD Ahgency Accounts Receivable
; B |18000016 18000816 DR|O5/05/2002 29.00- |USD Ahgency Accounts Receivable
L B | 18000263 18000263 [DR|@6/17/2002 33.00 (USD

[> | FBLSM

3. When list is generated, make note of the symbols in
the legend at the top of the screen.

Status: B open O Parked @ Cleared
Due date: E3 Overdue £y Due ¢E Mot due

These symbols indicate the status of customer item(s).

4.  Select the open item to which the payment is to be applied and
double click to view the document.
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Cash Receipts and Deposits, Version 2.1

Topic 2-3-3
Locating Customer Data
Display Customer Line Iltems — Transaction FBL5N

Document  Edit Goto  Settings  Exras  Environment  System  Help

(V] 3ldH e SHE Do BRI @

Document Overview
FH 24P PMETFEFE S [@chose @ sae TF B 6 B E Taxdata

Doc.type : DR ( Customer invoice ) Mormal document

Doc. number 18000485 Company code BRK Fizcal year 2002
Doc. date B6/01/2002 Posting date BE/30/2002  Period 12
Doc.currency  USD

Iti FE N:count Account short text Ba Fund Amount (Cost ctr) Text Order
—P\a1 )JQBEIEWEIZ Dept. of Morale ands| 0900 28.00
2 4048025000 | 61Tt Sales 6900 (HEADT G 25.00- | 443642

Note: Customer number will be on the Posting Key 01 (PK 01) line.

The cost center and fund can be obtained from this view.
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Cash Receipts and Deposits, Version 2.1

Topic 2-4 Cash Payments Tab
in Cash Journal
Transaction ZBCJ

If multiple funds have been receipted, open a second session to
transaction ZBClJ.

ZBCJ has multiple uses. It is used to create a deposit slip, and it
is used to summarize total receipts by fund for entry in FBCJ.

While a fund may have many line items on the receipts tab of
cash journal, only one line per fund should be entered on the
Payments tab of FBCJ. The total should include both customer
and revenue receipts.

If receipts tab entries only include one fund, it is not necessary
to use ZBCJ to obtain fund totals for the Payment tab. When
only one fund is involved, ZBCJ would only be needed to create
a deposit slip.
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Cash Receipts and Deposits, Version 2.1

Topic 2-4-1
Clearing Summary Report
For Cash Journal Payments — Transaction ZBCJ

Frogram Edit Goto  Systern Help

@ BdH e SHE DL BE G

Cash Journal Report and Posting

@ & &

Selection Criteria for Cash Journal Repart
Company code BRK tn =
Posting date aal14 /2002 Do not enter Business Area if
Cash journal number PTE2 . X
Business area sce—— receipts are entered from multiple
PRINTER YPCC business areas.

Cash Journal Run Process

Assignrment § Irvaice Inguiny
Assignment f Invaice Mumber
Daily Cash Receipt Summary
Create Deposit Slip

Create Master Deposit Slip

Deposit Slip Creation Criteria

Cash Journal Deposit Slip (]}
GL cleared dac, Deposit Slip

GL cleared docurments ta

GL uncleared doc. Dep. Slip

70 GL Depasit Slip
Z0 Document Mumber

Cash jourmal nuribers to =

Clearing Summary Creation Criteria

Cash Journal Clearing Sum. Ll
GL cleared doc. Sum Rpt

GL uncleared doc. Sum Rpt

| zBCd

1.  Enter Cash Journal number.
Enter the AASIS system printer.

Select “Clearing Summary Report”.

el

Click on the Execute icon.
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Cash Receipts and Deposits, Version 2.1

Topic 2-4-1
Summarizing Fund Totals
For Cash Journal Payments — Transaction ZBCJ

Cash Journal Report and Posting

&1 @& PostASAto GL

ARKANSAS REVENUE RECEIPTS DEPOSIT
Report Name - ZFIGLRABAT_CASH_JOURMAL { CLESRING SUMMARY REFORT 3 Page - 1
Report Ran By: JLDEBUSK Date: ©8/14/2002
Posting Date = OF/22/2002
Lgency - 8980
Receipt Receipt Receipt Receipt Fayment Payment
Fund and CJ Fund CJ Account | Assignment | GJ Amount CJ Fund CJ Amount Document Status
amountfor 1830100 10000 000 | Tten Posted
HEADTEA 973 27 | HGAE1AR 2,800 AA | Iten Posted
payment
Total for G998 1,023.27 2,800, 00
tab.
| | | |
I BECOUNTS TO BE RECLASSIFIED TO SPECIAL REWEMUE FUNDS I
| | | |
Receipt Receipt MECETHC
CJ Fund CJ Account CJ Amount GL Fund GL Amount
HEADTEA 4032003008 15.008 | A5ABOEE 15.00
HEADTEA 4021038008 330.08 | ASADEAD 380 .20
Tatal for 0988 305,08 305 00

| zBCd

5.  The total amount for each fund will be
displayed.

6.  Check the Document Status field. Items that do
not display as “Item Posted” must be corrected
before posting the payment tab.

Note: The Special revenues (402* and 403%)
will be displayed.

7.  Toggle to FBCJ Cash Payments tab.
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Cash Receipts and Deposits, Version 2.1

Topic 2-4-2
Entering Payments tab in Cash Journal
Transaction FBCJ

Journal  Edit  Goto  Exiras

200 @0 DHE NOon BE @

Cash Journal PT03 Company Code ARK

& Save Post [ Printcash journal Y Change cashjoumal | g2 Editing Options

Data selection Balance display for display period

Display petiod
04/28/2004 - 04/29/2004 Opening balance g.00 UsD
4 Today _) + Total cash receipts 150.80  USD Mumber: 2
4 This week b + Total check receipts B.08 UsD MNumber: a
4 Current period _) - Total cash payments o.08 UsD Mumber: o

Cash journal: BEAVER LAKE = losing balance 150.0808 USD

Company code:  State of Arkansas Cash thereof 150.0808 USD

Cash payments | Cashreceipts | Checkreceipts |

|_ Business transacti...| GiL |D0... |Am0unt Fund Business...|Reference Cost Center |Text FPaosting Da...|Doc. Mum... ||
| CLESRING TO TRE.. 1100001002 Q@@ 150,00 HGAQ1QO oago o4/29/2004
| =) 04 /292004

On the payments tab enter the following:

. The Business Transaction code for Treasury Funds will always
be 5

. For cash fund receipts, most agencies will use transaction 0619
for CIB — Non AASIS House Bank. Agencies that are using
AASIS House Banks can use the look-up E to find the

a ro rlate lncomln account ournal Busi on (2) 201 Entries found
pp p g Restrictions |
=
AL EEEIEEEEY
Business transaction |Tran nn\cncu |TypE|G.'L acct |Tx \
CIB A%B 0205-001 INCOMING  |0342  ARK B 1102050012 [=]
GIB AGD 0480-001 EFT ING 0740 ARK 110490001 4 [=]
CIB AGD 0480-001 INCOMING 0738 ARK 1104900012 ]
GIB AGI 0990-001 INCOMIN 70 ARK 110990001 2
GIB AGI 0990-001 EFT INGM 71 ARK 110990001 4
GIB ADH 0645-085 INCOMIN 3z ARK 1106450952
GIB ADH 0645-095 EFTINGM 33 ARK 1106450954
GIB ALB 0215 EFT INGM 0591 ARK 1102150014
GIB ALB 0215 INCOMING 0590 ARK 1102150012

CIB ALC 0210-001 EFT INCM 0347 ARK
CIBALGC 0210-0071 INCOMING 0346 ARK
CIB ARS 0520-001 EFT INGM 0378 ARK
CIB ARS 0520-001 INGOMING 0378 ARK

1102100014
1102100012
1105200014
1105200012

v T e S e e B e s B

CIBASL 0519-002 EFT ING 0750 AR 1105190024

CIBASL 0519-002 INCOMING 0749 AR 1105190022

CIB ASP 0960-001 IMNCOMIMN &0 AR 1109600012

CIBASP 0860-001 EFT INCHM &1 ARK 110960001 4

CIBASP 0860-002 INCOMIN B2 ARK 1109600022

CIB ASF 0860-002 EFT INCHM 63 ARK 1108600024

CIBASP 0860-003 INCOMIN 64 ARK 1108600032

CIBASP 0860-003 EFT INCHM 65 AR 1109600034

CIBASP 0960-004 INCOMIN =12} AR 1109600042 L |
Core Curnculum CIB ASPF 0860-004 EFT INCHM &7 AR 1109600044 L=

CIBASPE 0860-005 IMNCOMIN 68 AR 11096000 |
ASC Support Center, V 3.0 201 Eniries founa 2
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Cash Receipts and Deposits, Version 2.1

Topic 2-4-2
Entering Payments tab in Cash Journal
Transaction FBCJ

cashJournal  Edit Goto EBsras  System Help

Bl H@Ee SHE anon BE om
Cash Journal PT03 Company Code ARK

& Save Post O3 Printcashjournal | G Change cashjournal g2 Editing Options

Data selection Balance display for display period

Display period
04/29/2004 - 04/28/2004 Opening balance o000 UsD
| 4 Today |m + Total cash receipts 150.008  USD Number: 2
| 4 This week | [ ] + Tatal check receipts 0.08 UsD Mumber: ]
| 4 Current period ||ﬂ - Total cash payments 0.08 USD  Mumber ]

Cash journal: BEAVER LAKE = Closing halance 150.88  USD

Comparny code:  State of Atkansas Cash thereaf 150088 USD

Cashpayments | Cashreceipts | Checkreceipts |

|_ Business transacti. [GIL Da.. |Am0unt Fund Business... Reference Caost Center |Text Posting Da...|Dac. Mum... ||
| CLEARING TO TRE..[1100001002 Q@@ 150,08 HGLE1 00 [900 042902004
| =) 0472002004

[ | FBC)
IMPORTANT: Enter only one line per fund on the
Payments tab. (Note: Instructions for obtaining a clearing

summary by fund using Transaction ZBCJ can be found in
the preceding Topic 2-4-1.)

Enter amount.
Enter fund.

Enter Business area.

A O

Click on the Save icon. & sawe
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' Cash Receipts and Deposits, Version 2.1

Topic 2-4-2
Entering Payments tab in Cash Journal
Transaction FBCJ

CashJournal Edit Goto Esxtras ystem  Help
HCa® DHE DL BR @
" Cash Journal PT03 Company Code ARK

&5 Save Post O Printcashjournal | B Change cashjoumal | g2 Editing Options

Data selection Balance display for display period
Display period
04/29/2004 - 04/29/2004 Opening balance .88 UsD
| 4 Today | + Total cash receipts 150.08  USD Mumber: 2
| 4 This week | » + Total check receipts Q.88 Usp Mumbhber: [t}
| 4 Current period ||L| - Total cash payments 150,80 LsD Mumber: 1
Cash journal; BEAVER LAKE = Closing balance 0.0 USD
Company code:  State of Arkansas Cash thereof .88 UsD
Cash payments i Cash receipts i Check receipts
| |Business transacti|GiL |D0... |Am0unt Fund Business.. | Reference Cost Caentar | Text Posting Da..|Doc. Murm... ||
| CLEARING TO TRE...11DDDB1BDQ|| 150.00 HGAB160 0800 o4/29/2004 7
| =) [ ] 04/29/2004
= : T T
[* | FRCJ M

7. After entries are SAVED to the Receipts tab and the
Payment tab, the closing balance should be 0.00. If it is not
zero, there are receipts that have not been entered (cleared)
on the Cash payments tab. The error must be found and
corrected.

8. The cash/checks should be verified by the Cash Deposit
Specialist and then BOTH the Receipts tab and Payments tab
must be POSTED. Note: Entries to the Payment tab will
not post until the receipts tab is posted.

9.  An error message of “Insufficient receipts posted for BA;
fund,” means that the transactions are out of balance
between the receipts and payments tabs by business area
and/or fund. (Note: If customer receipts have been entered,

core cumio€ sure a fund was entered in the fund field)
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' Cash Receipts and Deposits, Version 2.1

Topic 2-4-2
Entering Payments tab in Cash Journal
Transaction FBCJ

i BRI Qe@ QRE DD O8IEE |

Cash Joumal 6102 Company Code ARK

& sve =l Post | 2 Printcash joumal | B3 Changs cash joumal | @@ Ediling Oglions

Data seleclion | Balance display for disalay period

Display period |
11705/ 2604 - 11/05/2004 Cpening batance O_AE LsD
4] Todsy 3 + Tatal cash raceipts 400,08 USD  Murnber &
T D | + Tatal check receipts 008 USD Mumber: o
4| cunentperca | M) | - Tatal cash payments 200 68 USD  Mumnber 2]

Cash jourmal DFA INFORMATIO . | ] | = Closing balance 200,08 USD

Company code:  State of Arkansas | ash theraof 20008 USD

Cashpayments  Cashreceints N

© s ot s o e

_|Business.. |G Do [Amoun’ Jaumal Busi_|assign.. [Test
FIRE PRO_404000E000 (@08 il:IEiI:I
CUSTOHER en 0610 1 §105432 040005000
FIRE PRO_|204000E000 @00 E10
B o () |
1 i I i _ _ [ | FBC)

When the Post button is clicked by the Cash Deposit Specialist, a
window will display the message “You are not authorized to save
entries in the cash journal.” Hit the enter key or click on the
green check.

The line items will post and the document status light will turn
green. All transactions must be posted (green light) before a
deposit slip 1s printed.
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Cash Receipts and Deposits, Version 2.1

Topic 2-5
Saving and Deleting Cash Journal Entries
Transaction FBCJ

WARNING: The only time the Print Receipt button

should be used is to print a receipt to physically
give to a customer.

CAUTION: |Q Print receipt |

Once a receipt 1s printed, no changes can be made to the
entry.
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Cash Receipts and Deposits, Version 2.1

Topic 2-5
Deleting Cash Journal Entries
Transaction FBCJ

CashJournal  Edit Goto  Extras  System  Help
& Bl @@ SHBanoan BE @
Cash Journal PT03 Company Code ARK

& Save Post O3 Printcashjournal  §Y Change cash journal g2 Editing Options

Data selection Balance display for display period

Display period
O4/28/2004 - 04/28/2004 Opening balance B.080 UsD
4 Today T + Total cash receipts 85.00 USD Mumber: 3
4 This week » + Total check receipts 0.608 UsD Mumber: Lt
4 Current period L - Total cash payments 85.08 UsSD Murmhber: 1

Cash journal: BEAVER LAKE = Closing balance 0.608 UsD

Company code:  State of Arkansas Cash thereof 0.608 UsD

Cash payments | Cashreceipts | Checkreceipts |

|_ Business transacti...|GIL |DEI... |Amuum Fund Business... Reference Cost Center |Text Fosting Da...|Doc. Bum... Do
| [ECERRING T TREN{ = 10001002 @00 85,00 HGLA1AE @900 04/28/2004 4 04,
| | 042872004 o4,

[ FRC]

Deleting a Saved Entry in Cash Journal

1.  An entry that has not been posted can be deleted by highlighting
the line and selecting Entry>Delete entry from the menu bar or
by clicking on the delete icon [& .

2. A warning displays indicating that the entry will be lost. Select
“yes” to delete.

Dielete entry?

Crata will be lost.

® This entry will be lost
Do yau really want to delete the entry’?

| ves . No
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Cash Receipts and Deposits, Version 2.1

Topic 2-5
Deleting Cash Journal Entries
Transaction FBCJ

Deleting a Saved Entry in Cash Journal

Entry Goto  Extras System Help
& Change cash journal Shit+Fs |2 U5 4
Print cash journal FY
Cash Joun
Change husiness transaction Clrl+Shift+F 2
]
@; Save L Deleted documents Al

Fomdm e dmorbimon L T i T A D

3. Deleted entries are not visible in the line items of the cash

journal, but a record of deleted documents can be seen from the
Menu>Extras>Deleted Documents.

4.  After selecting Deleted Documents, a list of deleted document
numbers will appear.

List Edit Goto Setlings System

Help
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Cash Joumal: Dejeted Documents
| A& F | B Fchse fasae || TARAZFE| H

state of Arkansas Cash Journal: Deleted Documents Date O8/15/2002
_ittle Rock BEAWER LAKE Fage 1
[AOEAEEEE:E CJ P&T D900 # 003 Q72202002 - Q72202002 so 15 Dollar
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Cash Receipts and Deposits, Version 2.1

Topic 2-6
Reversing Cash Journal Entries
Transaction FBCJ

Posted entries in the cash journal update financial records.
Posted entries are reversed rather than deleted. Reversals stay
visible in the cash journal line items and update financial
records. Reversal of posted customer receipts will require the
added step of resetting cleared items if the customer invoice has
been cleared. This is done by Transaction FBRA. A user with
the Accounts Receivable Management role will have to do the
resetting of the cleared item(s). (See Topic 2-8.)

Posted receipts cannot be reversed until the matching posted
entry on the cash payments tab in the Cash journal is reversed.
Neither receipts nor payments can be reversed if the print receipt
function in the cash journal was used. The print receipt function
serves to create a permanent record and protect any future
changes to these documents.

Posted entries may not be reversed if a deposit slip has been
printed and sent to and accepted by the Treasury. Receipt error
corrections must be done for changes to revenue and/or fund
after a deposit has been completed.
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Cash Receipts and Deposits, Version 2.1

Topic 2-6
Reversing Cash Journal Entries
Transaction FBCJ

Zash Journa 2rm 1]
& afa H &a | S EE | E3 A s FEE @O
Cash Journal PT02Z Company Code ARK
&% Save Post || £ Printcash journa | |6} Change cash journal || g2 Editing Options
Data selection Balance display for display period
Display period
09/20/2004 - A9/20/2004 Opening balance 0.08 usD
« Today > + Total cash receipts 10,08  USD Number: 1
< This wee K 3 + Total check receipts 0.08  USD Mumber: o
P Current period 3 - Total cash payments 18.80 UusD Murmber: 1
Cash journal: BEAVER LAKE = Closing balance 088  usD
Gompany code State of Arkansas Gash thereof 0.88 USD

Cash payments | Cash receipts | Check receipts |

Husiness transac ti | GIL Cro . [Amount Fund Husiness Text Fosting Da. |Doc. Mum Crocumen t __|Reference
LEARING TO TREAI=ABOE1B02 IS 18 .80 HSCE101 6610 0920/ 2004 2 B9/20 /2004
0920/ 2004 O9/20/2004
[ER[I]]

EIMIERIE (& savese. Bl rFostzer. L3 Receipt |2 Folow-on doc

[N ST

Reversing a Posted Entry in Cash Journal

1. If the entries have been posted, they will have to be reversed by
DFA Office of Accounting. Contact Catherine Hickerson by
email and let her know the date, line item(s), and document
number(s) that need to be reversed. If both tabs have been
posted, the line on the payment tab for the affected fund(s) must
be reversed before the receipt line(s).
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Cash Receipts and Deposits, Version 2.1

Topic 2-6
Reversing Cash Journal Entries
Transaction FBCJ

Deleting a Posted Entry in Cash Journal

Reversed documents remain visible in the cash journal’s line
1tems with a reversal indication of an X in Doc. Status column.

Do stat.
R Payments ~ Receipts |
R g fransaction ‘Amuum ‘Text |Cuslumer Doc.stat.  |Posting date Document ... Net amount Document ... Reference Internal do... Bu... Ass\i |
GOLF 455 7T | god |p7/22/2002)3 455 7T 07/22/2002 1Bo000ON32[0an0 [2]
R CUSTOMER PAYMENT 008061003 Ix \ 07122720024 17 600 @7/22/ 26682 BARAE 18000000 \ummsuuz‘
MISCELLMNEDUS REV 300.00 ‘ ® l B7/22/20026 300.00 @7/22/ 2002 1000000036 0900
MISCELLANEOUS REV 388 DD"F{everSa\ dUCu..I \ ® I 07/22/2002/8 300.08-@7/22¢ 2082 "1BA0RA0041 0900
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Cash Receipts and Deposits, Version 2.1

Topic 2-7
Viewing Posted Cash Journal Documents
Transaction FBCJ

Posted documents can be viewed by clicking on the FI follow-
on Documents button [ Fmiowomanes | and then selecting
Accounting Document.

List of Documents in Accounting

Documents in Accounting

Document category Document nj Ar

140000819
Spec. purpose ledger TARREO3G6Z0

v & original document O 36
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Cash Receipts and Deposits, Version 2.1

Topic 2-8
Resetting Cleared Customer Iltems
Transaction FBRA

If a customer transaction is being reversed that cleared an open
invoice, the following message will be received.

B
]
]
]
0

S —— SN sererererd [

A user with the Accounts Receivable Management role must be
contacted to reset and reverse the clearing document before the
cash journal entry can be reversed. Once the clearing document

has been reset, follow the reversal procedures as described in
Topic 2-7.
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